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Pur pose

The purpose of these regulations is to establish
departnent policy regarding |ibrary services. The
objective of this docunent is to provide a guide for

t he planning, inplenentation and evaluation of library
services in all state correctional institutions.

Statutory Authorization

These regul ations are issued pursuant to MG L. Chapter
124, Section I(c),(q), and are consistent with MG L.
Chapter 78, Section |9E(4).
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478. 04

478. 05

478. 06

Cancel |l ati on

These regul ati ons cancel all previous departnent policy
statenents, bulletins, directives, orders, notices,
rules or regulations regarding |ibrary services.

Applicability

These regul ations are applicable to all enpl oyees and
inmates at all correctional institutions within the
Departnent of Correction.

Access to Regul ations

These regulations will be naintained within the central
policy file of the departnent and will be accessible to
all departnent enployees. A copy of this policy shal

al so be maintained in each superintendent's central
policy file and in each inmate |ibrary.

Definitions

(I') Access - use of general and law library services
on a schedul ed basi s.

(2) Audio-Visual Equipnent - any equi pnrent needed to
facilitate the use of non-print library material,
such as filns, filnstrips, slides, recordings,

vi deos, etc.

(3) Board of Library Conmm ssioners - ("BLC') the state
agency responsible for the establishnment and
devel opnent of library nedia centers in state
institutions.

(4) Crculation - the activity of a library in |Iending
books and other materials to borrowers and keeping
records of the | oans.

(5) Collection - the total accurul ation of all library
materials provided by the library for its users,
al so called resources or holdings. It may consi st
of books, periodicals, panphlets, records or
tapes, filnstrips, slides, pictures, ganes, etc.

(6) Conmm ssioner - The Comm ssioner of Correction.

(7) Inter-Library Loan a cooperative arrangenent
anong libraries by which one library may borrow
mat eri al from anot her.
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(8)

(9)

Library Materials - the total bibliographic
hol di ngs or resources of the |ibrary consisting of
books, periodicals, panphlets, records, tapes,
filmstrips, slides, pictures, ganes, etc.

Li brary Services - the total services rendered by
the library to its users, including provision of
information, reference, bibliographic aid, |ending
mat eri al s, readi ng gui dance, etc.

(10) Manager of Library Services - that enployee

desi gnat ed by the Comm ssioner of the Depart nent
of Correction as being responsible for
coordination of library services.

(11) Media - printed and audi ovi sual forns of

communi cation and any necessary equi pnent required
to make them usabl e.

(12) Network - a cooperative organization fornmed to

provi de services to nenbers.

(13) Technical Services - all activities concerned with

obt ai ni ng, organi zi ng and processing library
materials for use.

(14) Superintendent - Chief adm nistrative officer of

St af f

(1)

(2)

each state correctional institution.

Institution Librarian - A full tinme staff nenber
hol ding either a master's degree in library
science or certification as a professional
librarian. Al institutions with an inmate
popul ati on over two hundred (200) should be
staffed with an institution librarian. Al
institution librarians shall be selected with the
approval of the manager of library services.

Li brary Aide - A staff nmenber with either prior
1 brary experience or professional library
training who will be assigned by the
superintendent to coordinate library services
under the supervision of the manager of |ibrary
services at those institutions with a popul ation
under two hundred (200) which do not have an
institution librarian.
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(3) Manager of Library Services - Afull time staff
menber of the Departnment of Correction, who
coordi nates and supervises library services for
all institutions in the system The manager of
library services shall have a master's degree in
library services or certification as a
professional librarian. The manager of |ibrary
services, in conjunction with the appropriate
institution personnel, shall participate in the
goal setting and review process for al
institution librarians and shall be a co-signatory
on all librarian reviews.

(4) Institution librarians shall neet regularly to
formand maintain a network for the purpose of
communi cati on, resource sharing, continuing
education and training, and the devel opnent of
cooperative projects and/or grant proposals.

Li brarians shall maintain conmuni cati ons and
establish liaisons with their counterparts in
simlar institutions and in all types of libraries
outside the institution.

(5) Specifications for library personnel shall be
witten, to the extent feasible, with cooperation
of the departnent's manager of library services,
the institutional director of treatnent, and the
consultant for services to institutions fromthe
Massachusetts Board of Library Conm ssioners.

(6) Institutions may use inmates as library clerks,
subj ect to the approval of the superintendent and
the institution librarian.

Budget

Each institution librarian or library aide shall make
annual budget recommendations to the superintendent and
t he manager of library services. Advisory guidelines
can be found in the Library Standards for Adult
Correctional Institutions.

Facilities and Equi pnent

It is recoomended that the correctional library be
functional in design and inviting in appearance. The
types of equi pment and machinery wll vary depending
upon the services and prograns of the institution and
its library. Al libraries should have typewiters,
copyi ng equi pnent, and audi o-vi sual equi pnent.
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Ceneral Library Services

(1)

(2)

(3)

(4)

(5)

Legal

Purpose - The library is an information center for
the institution. Library services support,
broaden and strengthen the institution's program

i ncl udi ng such specific prograns as Holistic
Health. The library provides a variety of
services, materials and prograns conparable to a
public library. Advisory guidelines can be found
in the Library Standards for Adult Correctional

I nstitutions.

The library should enconpass a variety of
services, materials, and prograns. These should
i nclude but not be limted to:

(a) planned and conti nuous acqui sition of
materi al s;

(b) logical organization of materials for
conveni ent use;

(c) circulation of materials to maxi m ze use and
satisfy informational, educational and
recreational needs of users;

(d) reference and information services;

(e) reader's advisory services;

(f) pronotional activities to publicize the
library's resources;

(g) audio-visual prograns; and

(h) notivational progranms to attract users and

encourage activities and participation in a
variety of projects

The library should have cooperative inter-library
| oan affiliations with various segnents of the
[ibrary community to supplenent its own print and
non-print resources.

In institutions with fewer than two hundred (200)
i nmat es, the manager of library services and the
institutional staff nmenber assigned by the
superintendent to be responsible for library
services shall determ ne the best nethod for
provi di ng those services.

The library shall have copies of all unrestricted
departnment and institution policies available for
the staff and i nmates.

Servi ces




(1)

(2)

(3)

(4)

Ceneral - The constitutional right of access to
the courts requires that, when requested, inmates
recei ve assistance in preparing and filing |egal
papers. This assistance may include access to | aw
library facilities, instruction in the use of

|l egal materials and reference assistance.

However, such assistance shall not include |egal
advice or direction of |egal research on the part
of library personnel.

Law Col I ection - Each institution with an i nmate
popul ati on over two hundred (200) shall have a | aw
collection. As suggested by federal and state
court rulings and national standards, the | aw
[ibrary should include at a mninmum state and
federal constitutions, state statutes, state

deci sions, procedural rules and decisions and
related commentaries, federal case |law, court
rules, practice treatises, citators, |egal
periodi cal s and di gests.

(a) The law collection shall be maintained and
updated by the institution librarian.

(b) Legal materials, with the exception of
phot ocopi es, shall not be circul ated.

Access - Library access shall be schedul ed and
coordinated by the librarian and shall be provided
to all inmates within the institution. An innate
of any state correctional institution without an
adequate | aw col l ection may request transportation
to an institution with a law collection for the
pur pose of conducting | egal research. This
request shall be nmade in witing to the
superintendent or his/her designee. The
superintendent may provide access to | egal
assistance in lieu of law library services as

he/ she deens appropri ate.

Phot ocopi es

(a) Photocopying services shall be for the
pur pose of duplicating original |egal
docunents and for the purpose of increasing
access to the legal collection. The
superintendent shall designate the staff
menbers responsi bl e for photocopying | egal
docunents and | egal reference materi al s.
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(5)

(b) Al photocopy requests shall be conpiled
Wi thin reasonabl e anounts at no charge. |In
order to provide photocopying services to al
i nmat es, the superintendent may establish
guidelines and limts, subject to the review
of the Comm ssioner or his/her designee.

The librarian shall nake reasonable efforts
to secure materials not in an institution's
coll ection but avail able through established
inter-library | oan procedures.

Suppl i es

(a) The institution shall make reasonable efforts
to assist inmates in the preparation and

processing of their |legal docunents. Itens
such as paper, pencils, and envel opes shal
be provided to all inmates who request them

and shoul d be available free of charge. The
superi ntendent may establish guidelines and
limts for such services, subject to the
approval of the reviewi ng authority.

(b) Records shall be kept of access, photocopy

use and supplies dispersed, including to whom

suppl i es were dispersed.

Oper ating Procedures

(1)

(2)

(3)

(4)

Li brary service staff with the approval of the
superintendent, shall post a schedule of library
hours and activities.

Witten procedures regarding daily operating
procedures shall be established by the librarian
wi th the approval of the superintendent.

An inventory of equipment and materials shall be
conducted annually by the librarian. (See
attachnment A)

Each superintendent in cooperation with the
l'ibrarian should establish procedures to ensure
the security of the library and the library

col | ecti on.

Col | ecti on Devel opnent

Li brary materials should be selected to neet the
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(1)

(2)

478. 15

478. 16

educational, informational, legal, cultural and
recreational needs of its users. These naterials
shoul d be relevant to the needs and interests of the
popul ation, reflect different reading |evels,

| anguages, special interest and ethnicity of inmates.
See the Library Standards for Adult Correctional

| nstitutions.

To ensure that materials neet these needs, each library
shoul d have a witten statenent of policy that defines
the principles, purposes and criteria to be considered
in the selection and nmai ntenance of library materials.
This statenent should apply to gifts and donati ons as
well as to purchased itens. |In addition, inmates may
make suggestions for acquisitions to the librarian.

Responsi bl e Staff

The manager of library services, under the direction of
the Director of Ofender Managenent and Pl acenent,is
responsi ble for coordinating all progranms and services
for libraries within the Departnment of Correction and
for nonitoring and reviewi ng these regul ations. The
manager shall also be the liaison with the Board of

Li brary Conmm ssi oners.

The superintendent of each institution in conjunction
with the library services staff is responsible for

i npl ementi ng these regul ati ons and devel opi ng
procedures pursuant to its application.

Annual Revi ew Dat e

These regul ations shall be reviewed at |east annually
fromthe effective date by the Comm ssioner or his

desi gnee. The party or parties conducting the review
shal | devel op a nenorandumto the Comm ssioner with a
copy to the central policy file indicating revisions,
addi tions, or deletions which shall be included for the
Comm ssioner's witten approval.

Severability C ause

| f any article, section, subsection, sentence, clause
or phrase of these regulations is for any reason held
to be unconstitutional, contrary to statute, in excess
of the authority of the Conm ssioner or otherw se

i noperative, such decision shall not affect the
validity of any other article, section, subsection,
sentence, clause or phrase of the regul ations.



478. 17 Ef fective Date

These regul ations are effective upon publication in the
Massachusetts Register.



